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INSTRUCTIONS: Prepare in duplicate arfd forward to the Records Management Analyst, Management Systems Division

3. Dept., Division, Subdivision & Administering Office Addresé : FOR RECORDS MANAGEMENT DIVISION USE

MARTA ' y . Date Received I}pplication No. Date Completed
100 Peachtree St., N.W. } APR 01 1976 “7U4-2L )R APR 6 978
Suite 1300 , : . ' - — : ,
Atlanta , GA 30303 1. Application 2. Dept. Application No.

4. Person to Contact o ‘ 5. Working Title ‘ o 6. Telephone Number

Douglas M. Haire _BecordsmggggggmentAnalyst_586-526Q

7. Action Requested '
a. [J Establish Retention Schedule; record will continue to accumulate.
b. [J Dispose of present accumulation; no further accumulation anticipated.

C. Amend Application No, __.,.',7_4 "'_26!1 : : Check One: éhange; 0 Supercede; D Void
8. Dates of Series 9. Records Series Title (foﬂoweg' by title used in office; if Qifferenr} AU?"A ori 1./_ w’-le s fauclal ',J_
Earliest Latest .
L] Al L] L) " ' 4 L]
1972 | Present Division Directors General Subject File
10. Division and Office Function What is the function of the Di_vision and the Office in which this record series is created?

The Division Directors are responsible for administering and coordinating the

various functions of the Authority. This includes implementing, coordinating,
and administering the operations and management of the daily activities of the
Authority. :

11. Record Series De.scription Thié file contains the folI;ving do_'cuments finclude form numbers and titles, if any):
Attach samples of the file. :

Documents relating to: all areas and responsbilities of the separate divisions of the
Authority. -

Inctuded are: divisional policies and procedures, directives, speeches, ap-
pointments, studies, reports, and general correspondence.

File is arranged: alphabetically, by subject, by year.
12. Monthly Reference Rate How often are records referred to whi'ch are:
One to six months old 5 R, Sevén to twelve months old 3 ; Thirteen to twenty-four months old 0 H
o,/ |

twenty-five months and older

13. Annual Rate of Accumulation of Records

Letter-size drawers . _; Legal-size drawers e :Shelves ____ __ ; Other {specify} o

3012 (3/76)




YES | NO | 14. Questionnaire (Place an "' X'" in the proper column) ' ' o - :L T
a. Is this the official copy of the series? B 7
4 o
3 X If not, where is it? 4 o )
j b. Does the series contain c6nhdent|al information requnrlng security handling? If yes, cite law or regulation. n }
3 i _ : d
X | . S . S
3 X c. Is this a vital record? o . , £ 3
X g;_ Does this series have hn§toncal or Iong term research value? ; ] :
v; e 'When oné or‘two documents in the file make it necessary to keep the entsre file for a Iong period, could these documenls be
X ~scheduled separately? ' '
3 X f. Is the information contained in this series ever publlshed? If ves, attach copy. )
H g. |s the information containad in this series ever analvzed antd/or reccrded in a summarized report?
E X If yes, attach copy. _
3 h. Is there a duplication of this series in your offlce or in another office or agency? 9
X tf yes, where? o : L
X i. 15 this series {or a major portion of it) regularly microfilmed?
i - . - - —
i X j. Does the record series result in a computer printout? o
15. Retention Requirements : ,,r " The following requires the series to be kept:
a. State Law R years. d. Audit period _ - . . years.
1 b. Statute of limitation — years. ¢ e. Administrativeneed = C—— : years,
i ¢. Federallaw __ years. f. Federal retention instructions . years.
Attach copy or excert of laws or regulations. Explain administrative need.
' Possible historical value. ' :
i 16. Approved Disposition instructions This agency recommends that the file series be cut off at the end of each: '
1 [0 Calendar Year; [ Fiscal Year; [J Other then,
|
i & Hold in the current filesarea __ month{s}__:__lu_ year(s}; then
[ Transfer to local holding area; hold ___ ____ __ year(s}; then
§ [ Transfer to State Records Center; hold year{s); then
i ‘0O Destroy.
! & Transfer to State Archives for permanent retention; : ‘
| O other (Specify) :
i
i
i Except the Division of General Serv1ces, Wthh is to cut off file series
i at end of each fiscal year; hold in current file area 1l year; then trans-
: fer to the State Records Center; hold 5 years; then destroy.
El
These instructions apply to all prior and future accumulations of the series.
o (Indicate briefly rationale for recommendations above/or write additional remarks):
17. APPHOVA LS '
Apporoved  Department Records Management Officer Date Appr v\eT m Data
Approved Division Head/Designee ) Date pproyed lslon of Audlt Date
o T e -1-7¢
Approved Departmant Head/Designee Date - provad epartment of Archives and History Date
I Cﬁ qzur Y-4-76
; Approved ecords Management Analyst Date Approved MARTA Management Advisory Committes Date
; 3- 3/-7¢ S 4-6-7¢
=

- _ _ ] . e L
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Anphcc’non for Records Duspos«hon Standard

‘ Dq,parﬁnent Name, and Full Address
] MARTA . / ‘ , _ For Records Mcneqemenf Divigion Uee .
100 Peachtree, Suite 1300 ° r ' Date Received  Apsticotion No
Atlanta, Georgia 30303 - ; . JoL 23 m?t"l\]. 261 FUL 25 1974
“Appl. Date Teleghome, 4 Ext. ; Person to Contact ) mrk‘m Tire
7-12-74 522-4460 X347 |quglaedgtkﬂaire, ReggxdsiManagement_Analyst
Inclusive Dates of Series . Exact Series Title
1972 to present Division Director General Subject File _(Authority-Wide Standard)
. i S dard Di fP t A lat ;
Action Requested B e o accumulate No Purther Accumsiation Anticipated
What is the function of the office in which this record series_is cr’eated?/ . .
reonda o.ittx sHarv Diveiow Dinnckovs C‘a;uzucd} Sutloycj Flao ot

The Division Directors are responsible for administering and coordinating the various functions
of the Authority. This includks implementing, coordinating, and administering the ~
operations and management of the daily activ1ties of the Authority.
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This file contains the folldwing'doemnenca;
' =

Documents relating to all areas are the responsibility of the separate divisions of the Authority.
Series includes policies, procedures, directives, speeches, appointments, studies, and corres-
File 1is arranged alphabetically by subject by year.

pondence.
!
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Eonipment Occupled . Jwertilor| No. of Drowers Co.ft of Records | Equipment  Occupied tliat t Mo. of Drauers  |Cu. Tt of Records

Letter-sze File Drawers
Legal-Size File Dravers : : o Anrua) _ Me M‘ Accumuloyion “ Y

B - - —ToT I Office L2 \ns&a’rqqe Amg(s\
. Roor %pnc.c Occupied (square feet)
T T ‘ | Twis Years | |Losk Years [”‘-‘-‘4‘""67‘-“'1["‘"‘“‘ Yeore

Average Daily Reterences

M- 3012
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TQUESTIONMRE (Place an X in the proper box. If anewer i3 *Yes” please explain.) L ey
)3 1s this the Record Copy of the series? _ : EYCSD NG T 4
" / ‘ | A
| 1Is there & duplication of this series in another office or agency? D,Y“ &No
L3 " 1s the information contained in this series ever' summarized or published? [ | o D‘r% No
' ] \ _ N
16 Does the series contain clapsified information requiring security handling? : ' _ : EYQ; NO
. . . N E i o ) - o . . -
17 Does the series initiate, amend or terminate agency policies and procedures? Dyes No
' : o ®
X

* 18 Could the function be performed if the files were lost or destroyed?

= ',1;1 A4

": - -1 ’ i } - . ) v !‘. '. T ‘.‘-’fl - . = - ~
19 1s the seriesd !t;'r major portion of it) regularly microfilmed? If yes, why? ‘

m Yes [.‘E No
= Yei No %

Al

20 Does t'hg' gecor_d'series_ proyidé da;a as input'to an EDP file? ' _- ' ‘ o .DYC.‘; E No
- A ’ .‘ - : . s o . i .- . ‘ . . . [N/ 7
21 Does the wecord series contain documentation produced as EDP printout? D Yes No

t

Z2 Has the Federal Governmené issued insttuctions governing the retention/ disposition of these files? DY&, & o

t

23 Jill there be a need for these records 10, 15 yeé.t;s' fron now? 1If yes, what? EY&,B No

T28% REQUIREMENTS:

The following requires the £iles to be kept Perm _years: ((ue or ‘attach copy of Law, Statufe, or ether deason
for the refention requirement. ' ‘ - : — : o

State Archive_s has determined- that ‘the'se files are of ‘historical value.

; State Statute of © Audic Federal KY Aﬂministfative Historical '
3 Law D Limitation D Period D Law : ﬁ’ Decision . storica ;

Value

e
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25 RECOMMENDAYIONS —Methods: - This énit .r_ecofnmends that the file series be cut off at the end of each

[] calendar Year B Fiscal Year E Other __ , then:

HoId in the current flles area 1 ‘wentis/ years: then D Transfer to  State Records Centeryj -
[JHota

DDestrov after cq_.‘:-off.
Operating Instructions:

— . monthe yearsi then D‘De'stroy; mTraﬁs‘fer_ to State Archives for permanent retention.

26 APPROVALS: : N ) . _ l Review / Approval by Deparimeny of Arr.hives. and Wistory
Approvad  Depeviment Records Monagement Qfflier ‘Dote : , _ —
L o Q%S @,! !dﬂw_;fdyﬁ/?ﬂ

Aeproved  DIvision Wead / Desiqnac - Pate 7 _ v

“Approved Departmant Heod / Decignes - D‘"___QRecom coendotionas T —
Al e A
Dote -
s/ Date Approved - MARTA Mumqtmuﬂ Bteering _Camﬁi-\-he

| 77 L




